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JOB DESCRIPTION	April 2026
Job title:	People Advisor 

Reporting to:	Employee Relations Manager 
Direct Reports:                     None

Overall, Purpose of the Role
In this role, you will provide comprehensive HR advisory support across the business, with particular emphasis on employee relations (ER), people management capability, and the consistent application of HR policies and procedures. You will act as a trusted advisor to managers, offering clear, pragmatic guidance on a wide range of HR matters while helping to build their confidence and capability.
You will balance sound knowledge of employment law with an understanding of the organisation’s culture and operational priorities, ensuring your advice is both compliant and commercially aligned. This role will contribute to the continual improvement of HR practices, processes, and people‑related outcomes across the business.
Key Responsibilities

People Advisory Support
· Provide timely, practical HR advice across a broad range of issues including performance management, absence, conduct, capability, employee wellbeing, organisational change, and general day‑to‑day people queries.
· Coach, support, and upskill managers to enable effective people management and early resolution of issues.
· Support probation, contractual queries, workforce planning discussions, and other general HR processes.
· Use Freshservice, the organisation’s HR ticketing platform, to manage, triage, and respond to all incoming HR queries in a timely and consistent manner. 
· Ensure all cases are logged accurately within the system, capturing essential information, categorising queries correctly, and maintaining clear and comprehensive case notes. 
· Monitor ticket progress to ensure agreed service levels are met, escalating issues where required and prioritising cases based on urgency and business impact. 
· Analyse ticket trends to identify recurring queries, gaps in knowledge or guidance, and opportunities to enhance manager capability, HR policies, or internal processes. 
· Work collaboratively with HR colleagues to ensure smooth handover and visibility of cases, supporting the delivery of a seamless and efficient HR service across the business.

Employee Relations (ER)
· Deliver expert advice on complex ER matters including disciplinary, grievance, bullying and harassment, whistleblowing, performance, and sickness management.
· Ensure compliance with employment legislation, internal HR policies, and ACAS best practice to minimise legal and reputational risk.
· Prepare and maintain high‑quality documentation including investigation reports, meeting notes, outcome letters, and case summaries.
· Manage and track ER cases through the HR/ER tracking system, providing regular updates and identifying trends or risks.


Policy, Process & Continuous Improvement
· Support the review and improvement of HR policies, procedures, and toolkits to ensure alignment with legislation and industry best practice.
· Identify opportunities for HR process improvement and support implementation of positive changes.
· Contribute to the development of new HR resources, guidance documents, templates, and manager-facing materials.

Business Partnering
· Build strong, collaborative working relationships across the business, becoming a trusted point of contact for HR support.
· Conduct regular site visits to maintain an understanding of operational challenges, team dynamics, and people priorities.
· Support organisational change activities such as restructures, consultations, TUPE (if applicable), and role changes within the business.


Key Skills/experience required:

· 3+ years’ experience in a multi-site business 
· Broad knowledge of HR and employment law.
· CIPD Qualified or equivalent experience
· Experience of delivering ER processes and activities – preferably in the healthcare sector.
· Experience of using HR systems – preferably iTrent
· Previous experience of HR admin and process improvement.
· Positive, proactive and logical approach to work and problem solving.
· Full understanding of strict discretion, confidentiality and sensitivity expectations
· Strong relationship building skills to become the trusted “go to” when support is required.
· Excellent coaching and influencing skills, with the confidence to challenge where needed.
· Strong decision-making skills.
· Commercially orientated and able to weigh up decisions in terms of the cost and benefit to the business as well as its employees.
· A positive attitude whilst working on challenging case support.
· Some travel will be required as part of this role

The above statements are intended to describe the general nature and level of work being performed by most people assigned to this job. They are not intended to be an exhaustive list of all duties, responsibilities and/or requirements.
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